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1. GEREBAL

This regulation prescribes the system for the recording, maintenance,
end disposition of property. The system will be set forth in detall
in Agency supply hendbooks. It is in essence nothing more than s

stock record system vwhich records, reflects, apd substantiates every

transaction effecting suppliles and equipment. It is designed to1

a; Provide information concerning the guantity of material on hend,
in uwse, snd on order;

b, Assist in verifying that meterisl procured or reguisitioned is
received in the proper quantity and in proper condition;

¢. Record the locaticn and condition of materisl oo hand and issued
for use}

d. Esteblish the location of 21l nouexpendsble property issued for
use and the identity of the responsible user;

e. Diselose sll instances of loss, damege, or destruction of material
in order tha%t corrective sction, if appropriste, can be taken;

f. bDisclose excess, urservicesble, and sslvegesble msterial in order
that proper repely o dispdasnl ection can be taken; and

g+ Ensble the preparation of required poperty reports.
1
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2+ PROPERTY CLASSIFICATION

For accounting and control purposes property is classified as expend-
able or nonempendshle ss defined below:

&. Expendable peoperty is that saterisl which is consumeble or which
loses identity in use, It includes but is not limited to such
other articles of property or which becomes an integral part of
the foregoing categories may be classified as expendable.

be Nonexpendsble property is that material which is not commmed and
retains originel fdentity in use. It includes but is not limited
to such items as vehicles, machine toolsj cod emmeras. 25X1A
Certain items of mincr velue in this category mey be clasgified
as expendable.

The Agency Supply Catalog indicates the status of meterial as expendable
or nonexpendisble. (Items not listed in the Sugply Cstalog will be con-
sidered elther as expendsble or nonexpeniable when they clearly fall
into the classification of equal or similar items within the Bupply
Cetalog and will be classified sccordingly.)

3. ACCOUNTABILITY RECCRDS

Accounteble efficers are regquired to maintain the following besic
recordsl

a« STOCK RECORD CARDE

Stock vecord cands are & contiming record mmintained for each
line item of meterial. They are the reccad of every transection
affecting sccountsbility together with the mater of the voucher
which gubstantistes the transsction in detail.

b. VOUCHERS

A voucher is a domument or series of related doouments which evidence
a2 trangaction on & Hbock zecord dexd. A voucher itgelf is not a pre-~
scribed form but will usually be one of seversl forme used in the
normal processes of procuring, requisitioning, issuing, and reesiving
or dieposing of material. Rormally, there are three types of vouchers.

(1) Debit vouchers--documents such as receiving reports, purchase
orders, and twrn-in slips which list the items of material acquired
and vihich therefore increese the balance on hend,
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{2) Oredit voushers--documents such es issue slips, requisitions,
and shipping documents, which list items which have been issued
m-mmmmmm.

{3) Miustmert vouchers--Socuments used to adjust differences
betieen the stock Fecord vards and actual quentities oo hend
as disclosed by lLrventordies; to recisssify meterisal because
of changes in nomencisthure or conditiony and to reflect any
normal proecssses of receiving and issuing ssterial.

{a) Sensitive and expensive equipment which beer serisl
mmibers, such as typewriters, [N comeres, vmtches, 25X1A

wmmwmmm&mwm

{8) Serisl masbers for such sensitive and expensive egquipment
will be sscertatned ifmmsdistely prior to issue to the
user, The serinl muber will then beoome a part of the
nomencisture of the item om mewcrandum receipts, issue
slips, and turn-in slips pertaining to such eguipment
and the uner.

{c) Prior to issusnce to the user, no sttespt will De made to
MWMMMMMWMwm-

{2) Accounting for Automotive Vehicles

{a) In eddition to meimtaining regular stock zecord verds
for automotive vehicles; an Individusl sutomotive vehicle
record will be maintained by the Accountable officer for
oach separate vehicle. This reecord will contain the make,
model, type, chassis mmber, criginal cost, date of par-
chase, msotor mmber, & list of sucessories atiachsd to
the car, and the name or code designation of the indivi
&ual responsible for tbe vehicle,
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4. MEBKRARIUM FECEIPT FILES

A record of sooexpandsble yroperty ismied from stock foor use by
WMMM anmu*mm

receipts will list all property mopsrly chargeeble, Responsidle
officers will verify consolidsted memorentha receipt qumtities with
an inventory of property on hand and will report shortages sl
overages to the scocountadle officer. Responsible officers will et
all times maintain & record of msmorendm receipt property in their
possession. Accountable officers mst pick up acoomurtability for
for any shortages.

L, ACOCOUNT HUMBERS

Property records established by each acoountable officer will be iden-

Se

In sdditton to his norwal sgply duties (receiving exd issulng material
and properly recording all trsusactions), an sscounteble officer is
responsidble for ensuring to the best of his ability that all transactions
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are moperly suthorized in scoordance vith lsv and Agency regulstions.
Farther, each accountable officer has o genersl supsrviscry responsi-
hility not only for the operntiocn of the supbly center uwier his Juris-
diction, but for the genersl maintenance of effective controls orer
the use, care, and msintenance of iassued materiel. This supervisary
responaibility 1a to the official vho has desigpated hinm a8 a2 aceount-
able officer and does not in any way alter the responaibility of fodl-
viduels or thelr supervisors for the proper use end safskeeping of
materials used.

6. APPLICATION TO VOUCHERS

In terwe of the preceding responsibilitiee, a voucher, which is the
basic document from which incresges, decreases, and other changes are
posted to stock record cards and memorendum receipt files, does not
reduce the pecunisry liability of an accountable officer unless:

a. 'The voucher or subsidiayy documents evidence the fact that meterial
wes issued to persons authorized to requisition and recelve such
material.

be Vouchers or subsidiary documents evidencing the receipt of materiel
adequately explain amy discrepencies between guaptities snd specifi-
cations of materisls premmably purchesed or otherwise acqguired, and
the gusntities and specifications of items actually received, and
indicate that appropriate action was taksn to correct significant
discrepancies.,

¢. Vouchers reflscting s reduction in aceocuntability because of loss,
damage, destruction, or sny dlsposition of material other them by
issue for consumption, issue on memorantum receipt, or transfer
to ancther sccountable officer ars properly authorized in sccordance
with Agency regulations.

Te

Tranasctione which effect a reduction in accountability are classified
below %o reflect the essential ¢ifferences bheltween the types of trang-

accountability and msary mmibmty for material m to
him for storege and issusnce,
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&. HORMAL CONSUMPTION, USE, OR TRANSFER

Vouchiers reflecting noymal issues for consuption, uses, or transfer
t0 snother accountable of ficer must evidence that the transacticn
was in yesponse to s reguisition from an suthorized individual and
that delivery was mede to such individual or s designated receiver.
Honexpendabls sguipment mast be issued on e memorsndum receipt.
The issuaace of items may be subject to requirements based upon
tables of orgenization end equipment, project approvals, and other
limttations imposed by swperviscry officials. In the absence of
specific limitations, the sccountable officer is responsible for
exereising prodent Judgment in reviewing the nature and quantities
of items requisitioned and in securing the approvel of an appro-
inte supericr of the reguisitioning official vhen requirements
Sppesr UDecessary or unressonable.

PECIAL CONSUMPTION, USE, OR TRANSFER
Instances of special consuption and use inclufe:

be

Transactions (1) through (k), and {5) in the sbsence of an Adminis-
trative plan, shall be supported by an operetional certifieate
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setting forth the essential facts consistent with cover and opers-
tional security and bearing the spproval of the eppregwriste Opera-
Officiel head of o NG o & respoc- 25X1A
ai.m individuanl dosignated by them to exercise the authority

ting

Cs

’ supply center or related accountability sctivity
mmmmumumumwmm
by srrors in the maintenance of records and in the counting of
1mmmm AdJustments are also required to

wmamwazmmmwmm»m
aarepmtwmrm mﬁy, it is essextiel that
ﬁmmxmmuummmmmm

(2) ALl such edjustments shell be reported to the accounteble

officer on en inventory sdjustment report as soon as the need
for the adjustment becomes apparent. An explstation of the
cause O need for the adfustment shell be provided far each
iten or group of ammlogous items appesaring on the invenmtory
adjustment repert. Reports iovolving actual overages or
shortages of saterial or & lowering of the conlditices of ser-
viceability of materisl shell be reviewed and spmroved in detatl
by the offictal appointing the sccoumtable officer and the re-
port shall constitute adeguate support for the adjustsment made

25X1A

in the ecoountability reccrds. mmmwa_ 25X1A

fleld installstion is the accountadle officer, the shall
ummwmﬁwmuwmm
of logistice. Vhen sdjustments sre ccomsioned by chenges in
namenclature, price, stoeck mmber, assesdbly or dissssembly of
coaponents, or other such sdministretive actioons, spproval by
the appointing suthority 1s oot required.

fhiefs of Senlor Staffs and Ares

-mmmmmma&mm{mh
Assistant Directors under jurisdiction of the Deputy Divector (In-
telligence); end Chiefs of Staffs, the Comptraller, and Directors
of Offices under ;Mmﬁmmmm{w).

{
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(3) An spproved inventory adjustment report mey cnly be used as
Tinel suthority for the adjustment of eccowntability records
vhen the circumstances necesgitating the adjustmeuts clesrly
40 not indicate loss, demege, or destruction of supplies o
equipment as the result of misuse or negligence cn the pert
of eny individual. In eny case where the approving official
believes that this may be the case, he shall delete the items
mmimmvmhmtmtmmmttmm
of survey be submitted. One copy of each iaventory sdjust-
ment report used to sdjust diserepuncies in the actual guantity
of material and to chenge the status of material will be pre-
pered and sulmitted monthly by mecountable officers for trens-
mission through administrative channels to the Director of
logistics. They will be reviewed by the Director of logisties
mmmﬁmmmmmMm'

requiring headquarters .

4 suspense file of reports of survey shall be mmintained for:

(1) ALl property turned in on memorsntun receipt and vhich, in
the opinion of the sccountable officer has been damaged or
deetroyed by fuctors other than ncemal weer end tesr under
conditiens of authorized use.

(z) mm&mwmmmmmtadast*
stolen.

{3) Any items on an inventory sdjustment report for which e
report of survey has been directed.

After final swrvey action hes been tsaken by the appropriate
approviog suthority, s conformed copy of the repart of survey and
the findings &3 to persopal lisbility shall be #iled by the account-
able officer in support of the voucher reflecting the reduction in
Msmmnwzxmmum,mwm
or reflecting the aldjustment necessary to transfer the property
fmmWh to unservicesble classification where demege has
o
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8., DISPOSITION OF PROPERTY
& All supplies and equipment are classified sst

Servicesble - Required
Servicesble - Bxcess
Unserviceabls - Repairable
Unserviceable - Ronrepairsble

Under varying circumetances, it vill be desirable to dispose in
the field of property vhich is excess, unservicesble-repairable,
and unserviceable-ponrepaireble.

b. Before disposing of such property, the accounteble officer must
be in receipt of proper suthority. In sddition, If specific dis-
posal instructions have not been received, he shall recoemend the
most appropriate method of disposition to his designating official.
The latter shall approve the proposed methold of dfsposition or
direct other action, sending a eopy of his determination to both
the accoumbtable officer and the appropriate finance officer. Final
accountability for disposeble property shall not be terminsted
until the property has actually been disposed of is accordanee with
the spproved disposal instruction. The credit voucher dropping
acoountability must be supported by a certificate of disposition
and all supporting correspondence pertinent to the disposition,
and must evidence fthe delivery of the proceeds, if any, to the
finance officer. ¥When property is dispoeed of by destruction,
such disposition will be witnessed by & disinterestad individusl
vho shall sign the certificate of dispoeition.

Ce - prescribes general policies on disposition of materisnl.
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
SinREd
L. K. WHITE
DISTRIBUTION: AB
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